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FOCUSING ON:
• re-inventing Yourself
• Developing Your Business   
 relationship with those You  
 Support
• Breaking Barriers to   
 Efficiency & Effectiveness
• Managing Multiple work   
 Priorities
• leadership roles
• Handling Communication
• technological Prowess
• reaching Your Peak   
 Performance & Potential
• walk the talk – image and   
 reputation
• transcending administrative  
 limitations

PLUS   
administrative learning activities 
& action Plan

transcending the role of the
Executive Assistant/ 
Personal Assistant

A 2-day program on



      
    
    
            

Program topics, speakers and schedules published herein are confirmed as at printing time. Please refer to the event’s timetable page at www.cmtevents.com for the most up-to-date information.

Day One
Monday, 14th December 2009

9.00 INTRODUCTION 
 •  ice-breaker 
 •  Discussion : Challenges Faced

  RE-INVENTING YOURSELF 
	 • Scope of an administrator’s     
  responsibilities 
	 • uniqueness of administration 
	 • Dimension of administrative Skills
	 • Success Principles
	 • Positive work Spirit and Culture

10:30 Morning Coffee

10:45 TAKING THE EXECUTIVE ASSISTANT / PA  
 TO THE NEXT STAGE 
	 • Managing work – our own and others  
  (work Centric Skills)
	 • Developing Yourself and the Business  
  relationship with those you Support
	 • time Management and Multi tasking
	 • activity: the workflow Game

1.00  lunch 

2.00  BREAKING BARRIERS TO EFFICIENCY &  
 EFFECTIVENESS 
	 •	 Discussion: who do you Deal with at  
  work

	 • Categorizing “People” – their     
  Expectations and rights
	 • understanding Different Personalities  
  and their needs

 LEADERSHIP ROLES
	 •  activity : l-E-a-D
	 • Contextual leadership Model 

5.00  tea Break & End of Day 1

Day Two
tuesday, 15th December 2009

9.00  recap of Day 1 

 HANDLING COMMUNICATION
	 • Discussion: Concepts and Challenges of  
  information Dissemination and Control
	 • Communicating in the office
	 • the Commun – e- cation Model
	 • Verbal & non-verbal Communication

10:30  Morning Coffee

10:45  TECHNOLOGICAL PROWESS 
	 • working Faster and Better with the Help  
  of  technology
	 • readily available tools and resources 

1.00  lunch 

WHY YOU CAN’T MISS THIS
assistants to Managing Directors, 
Gene ra l  Manage r,  Heads  o f 
Departments perform a myriad of 
challenging duties far beyond the 
world of mundane administration. 
they act as the forerunner for the 
executive / executives they support 
and they strive daily to achieve 
corporate success in a smooth and 
orderly manner.

it is not a role that should be 
underestimated or undermined 
by anyone. it is ordinary people 
handling extraordinary tasks and 
accomplishing those tasks with 
ingenuity, confidence and pride. 

this is the paradigm shif t that 
executive assistants, Pas and the 
like need to embrace and empower 
themselves with. 

By exceeding expectations and 
performing at peak efficiency and 
effectiveness, these assistants can 
leverage their skills to go the extra 
mile and move forward in their 
personal and professional lives.

a successful support team not only 
enhances the organisation’s image, 
it frees the minds of managers and 
directors to concentrate on the main 
essentials of growing the business.
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PROGRAM FACILITATOR
MS JALINI ALIAS brings with her more than 15 years of corporate experience where she 
has trained personnel of international and local companies such as Shell, Canon, Perwaja 
Steel, Maju Holdings, Kl linear City and various colleges, hotels and other manufacturing 
and service-oriented organizations. She has also been featured in 3 sessions of rtM2’s 
Morning Glory program.

She is presently Principal Director of Purpletrack Solutions and operations Director of aPlE 
(asia Pacific link of Enrichments) Sdn Bhd.

Her past appointments include Vice President of Marketing & Communication with Strategy 
College, Senior Consultant and trainer with Global Management technology training. She is 
also a certified translator with the national institute of translation.

Jalini’s passion for training is reflected in her fully interactive and fun training programs 
such as development programs for managers, supervisors, administrators and secretaries, 
human resource management, success mindsets, business communication, social and 
office etiquette and motivation for all levels in various industries.

She achieves her objectives and mission through challenging sessions, simulations, role 
plays and case studies, thus consistently receiving excellent feedback from participants.

She holds a Masters in Business administration and is currently preparing herself for her 
Doctorate in Communication. She recently was appointed to Yayasan Mara Education 
Foundation subject matter expert groups in leadership, English and education & knowledge 
excellence.

METHODOLOGY
this program is a balanced combination of theoretical 
knowledge and practical exercises. it is comprised of 
sessions where knowledge is imparted, followed by 
role-play sessions and exercises. Every main point 
is illustrated with various examples and analogies in 
the form of sample cases, video clips and various 
other supporting materials. ample time is provided to 
ensure that participants are able to practice what they 
have learnt during the sessions. 

Emphasis is put on assessment and understanding 
of the participants’ ingrained habits, with focus on 
those areas that would be immediately usable by the 
participants in their daily work. this includes personal 
assessments, scenario exploration and practical 
discussion of real-life situations. Participants are 
constantly encouraged to use real-life work situations 
as their source of material for exercises and practice 
sessions conducted.

2.00  THE COMPLETE PACKAGE 
	 • walk the talk – image and reputation
	 • Dealing with Sensitive issues
	 • Facing Challenges at work
	 • transcending administrative limitations 

 THE ADMINISTRATIVE ACTION PLAN
	 • where to Go From Here?
 
5.00  tea Break & End of Program

BY THE END OF THIS PROGRAM, PARTICIPANTS WILL BE ABLE TO:
• understand and appreciate the administrative function and how it adds value to a   
 business
• understand the various areas of responsibility within the administrative scope and  
 the skills to transcend these functions to higher levels of achievement and   
 accomplishment
• improve skills in office management, as well as other aspects of the    
 administrative function
• increase the ability to support management and staff in the organization in   
 delivering  products and services
• increase the ability to achieve organizational goals and objectives
• learn new tools and techniques to perform better in a more challenging environment



HOW TO REGISTER 
online:  www.cmtevents.com
email:  adminkl@cmtsp.com.sg
fax:  (603) 2162 6393    
tel:  (603) 2162 7322
post to:  lot 7.03, 7th Floor, north Block, 
  the ampwalk, 218 Jalan ampang, 
  50450 Kuala lumpur

FEES 
the full registration Fee includes cost of all sessions, 
luncheon, coffee/tea & documentation.

Cancellations, Refunds & Transfers: a full refund will be 
promptly made for all written cancellations 3 weeks before 
the meeting. thereafter, cancellations are not refundable. a 
substitute may be made at any time.

PAYMENT
By Telegraphic Transfer 

account name: 
Centre for Management Technology Sdn Bhd
a/C no:  3 - 0903390 - 12
bank:  Public Bank Berhad
branch:  Grd Floor, Menara Public Bank 
  Jalan ampang
swift code:  PBBEMYKl

TT must include additional RM75 for Beneficiary’s Bank 
charges. Delegates must bear all bank charges and local 
taxes (if applicable). Fees must be NETT of ALL charges.

cheques: Crossed & payable to  
“Centre for Management Technology Sdn Bhd”

CERTIFICATE OF COMPLETION
a Certificate of Completion will be awarded upon successful 
completion of each course. this serves as evidence of your 
personal and professional commitment to you career.

COURSE TIMING
registration: 8.30 am, Course Begins: 9.00 am,
Morning Coffee: 10.30 am, 
lunch: 1.00 pm to 2.00 pm,
tea Break: 3:30 pm, Course Ends: 5.00 pm

Update your details at www.cmtevents.com

091287

If undeliverable, please return to: 
46a-6, Mentari Business Park, Jalan PJS 8/2, Bandar Sunway 46150 Petaling Jaya Selangor, Malaysia
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9 Please fax us the completed registration form

name (Dr/Mr/Mrs/Ms)

Company name

Designation

address

City/Postcode   Country 

tel (Home)   (Office)

Mobile    Fax 

Email

* Terms and conditions apply.
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MALAYSIA
NO. WP 0722 

A  B  C  D  E  F  G  H  I  J  K  L  M  N  O  P  Q  R  S  T  U  V  W  X  Y  Z

Group fee per person for 3 or more*
(from the same company)1 Person

RM1695 RM1395
(MIN SAVINGS OF RM900)

TRANSCENDING THE ROLE OF THE ExECUTIvE ASSISTANT/ PERSONAL ASSISTANT
14-15 DECEMBEr 2009 | Kuala luMPur

CMT, a global organizer HQ in Singapore, is dedicated to the provision of latest business and technology information through high profile conferences for varied industries. 
CMT forums encircle the globe from Asia Pacific to Middle East to New Europe/Russia and the Americas. Today in its 26 years of operation, CMT has forged relationship 
with leading market player in the industry to analyze the latest industry trends and provide timely information for your decision making.

Root Cause Failure Analysis For Maintenance

14-15 october 2009 | Kuala lumpur

Excel Budgeting Techniques 

19-20 october 2009 | Kuala lumpur

Boilers - Operations, Maintenance & Troubleshooting

20-21 october 2009 | Kuala lumpur

Preparing Financial Proposals

21-22 october 2009 | Kuala lumpur

Best Practices in Plant Piping Systems – Design, Operation & 

Maintenance 

22-23 october 2009 | Kuala lumpur

Financial Analysis For Non-Finance Managers

26-27 october 2009 | Kuala lumpur

Pengagihan & Pemasangan Sistem Bekalan Elektrik

28-29 oktober | Petaling Jaya

Effective Costs & Risks Planning In Incoterms Management

26-27 october 2009 | Kuala lumpur

Effective Contract Administration & Supplier Management

16-17 november | Petaling Jaya

Financial Reporting Towards 2012

16-17 november 2009 | Kuala lumpur

Detecting & Overcoming Creative & Deceptive Accounting In 

Corporate Business

24-25 november 2009 | Kuala lumpur
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